Dear < insert-manager-name-here >:

I would like to represent our agency at VisionAIR’s 21st Users’ Conference, October 3-7, 2010, in Wilmington, NC.
This training conference will enable me to attend a number of educational sessions that are directly applicable to my work.  I have identified sessions that are tailored to the < your profession > professional and provide information on how to < list benefits to your responsibilities >.  These will allow me to gain knowledge and understanding about how we can improve our processes.
This conference will also allow me to benefit from many networking opportunities, all in one place and in person.  I will meet with other VisionAIR users from our state and across the country, which will allow us to benefit from their expertise on how to solve problems similar to ours.  I will have the opportunity to meet public safety vendors, companies who partner with VisionAIR, some who we already work with and some who could potentially benefit our agency.  The VisionAIR staff will be at the conference, including its Client Services Technical Support, Product Management, and Account Management.
Here’s how we can benefit from my attendance:

· With more than 50 educational sessions offered, I can attend the right sessions for me based on my skill level and product involvement.
· I will receive firsthand information about VisionAIR’s newest product releases, which will help us be better prepared to implement the release and take advantage of the newest features.

· I can participate in exclusive hands-on training that is normally limited to VisionAIR product training courses, saving us time and money on separate training.

· This conference provides a unique opportunity to meet VisionAIR's staff, partners, and other VisionAIR users in person, helping me establish relationships that will benefit our agency.

I am requesting approval for the registration fee, travel expenses to the conference, and housing expenses during the conference. A detailed cost breakdown is included below.

Registration Fee:  $600 if we register and pay by August 19.  After that date, the rate is $675.

Hotel:  $128/night + tax and hotel fees
Transportation: <$xxxx>
Meals: <$xxxx>
Meals provided in the conference fee include:  
Continental Breakfast and Lunch served Monday through Thursday and Dinner Wednesday.
I’m certain that attending this conference will help us leverage our investment in VisionAIR technology and have a lasting impact on our success.  Please let me know if you would like any further details.


Thank you for considering my request to attend VisionAIR’s 21st Annual Users’ Conference.

Sincerely,

(insert-your-name-here)
